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MEETING STtlpENT NEEDS THROUGH 
TYPEWRITING 
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c. Provision is made for advanced placement of qualified 
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for the development of the course outline. 

" ■ / ' "-/'■- ■X> 

II. Instruction ' ^ NA i 2 3 4 5 

a. Vocational students have an opportuitlty to develop □□□□□□ 

marketable skills on electric typewriters. 0^0 0 0 0 0 

, b. Such non-typing activities as machine maintenance, □ O □ □ □ □ 

ribbon changing, proofreading, and proper work h^bi^s 0 0 0 0 0 ^0*"^ 
are included as part of the course conient,ior all type- 
writing students. ' \ • 

^ c. Vocationalinstructionincludestheuseof some integrated □ □.□ P □ □ 

^ projects, practice sets, or series of pr^«Jcal problems. 0 0 0 0 0 0 

^ d. ObservatiorM^f typewriting classesjnditaifes that students Q Xl^JU^^D □ □ 

are using proper typewriting 'techniques^ . * 0 O O b 0* O 

e. The teacher has compls^d a methods course related to □ □ □ □ 

tyf)ewriting instruction. 3 \ -000 0' 00 

111. Standards ^ \ 

a. Specific terminal speed and accuracy standards have been 



established, and students are fu 

b. The established standards app 
used in business offices. 



^y aware of them, 
oximate those standards 
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c. If multipTe sections of vocational typewriting ^re offered, 
tbe same nriinimum speed and accuracy standards are 
app!te(^ taeach section. 




MEETING STUDENT NEEDS THROUGH 
. TYPEWRITING / 

I. Scope and Objectives 

a. An equivalent ol two years of typev^riting insljuction is 
offered. 

b. A written course outline is available specifying course 
content ^nd measurable objectives to be achieved by 
students. 

c. Provision is made for advanced placement of qualified 
junior high school typewriting students in advanced 
typewriting.' 

d. The North Dakota Curriculum Guide for Business and 
_^ Office Education»has been consulted and. used as a basis 



for the development of the course outline. 
Instruction A 



a. Vocational students have an oppoptunit^^o develop 
marketable skills on electric tYpewr^5) 

b. Such non-typing activities as ^n^ine maintenance, 
ribbon changing, proofreading, roper work habits 
are included as part of the^^^^yrse content for all type- 
writing students. ^ 



llh 



c. Vocational instruction includes the use of some integrated 
projects, practice sets, or series of practical problems. 

d. Observation of typewriting classes indicates that students 
are using proper typewriting techniques. 

e. The teacher has completed a methods course related to 
typewriting instructioo- 

Standards j,^ 

a. t Specific terminal speed ahd accuracy standar^^ave been 

established, and studei^ts are fully aware of them. 

b. The es|^ablished standards .approximate those standa^iis 
used in business offices. 

c. If multiple sections of vocational typewriting are offt^r^d, 
tbe same minimum speed and accuracy standarps are 
applied tb each section/ 
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IV. Learning Materials and Facilities ^ na i .2 3 4 5 

a. The textbooks are in good condition and are up to date. □□□□□□ 

0 0 0 0 0 0 

b. Supplementary "reference books such as -dictionaries, □□□□□□ 
style manuals, or reference manuals are available ^or q 0 O O O O 
student use. 



c. All typewriters are in good condition and are generally no □ □ □ □ □ □ 
more than five years old. 0 0 0 0 0 0 

d. Several backup typev^riters are available for use m the □ □ □ □ □ 
event of machine malfunction. / O O O O O 

e. Work stations consist of individual typing desks that carl □□□□□□ 
be easily adjusted. ^ , " 0 0 0 0 0 0 

f. A copy holder IS located arfach student v^ork station. D □ O □ □ □ 

0 0 0 0 0 0 

. i. A teacher demonstration stand is located in each type- □□□□□□ 

writing classroom. 0 0 0 0 0 0 

h. Related equipment jgch as stopwatches, interval timers, □□□□□□ 
staplers, etc.^are located in the typewriting room. 0 0 0 0 0 0 

i. The typewriting classroom is attractive and creates a □ 
climate conducive to learning. , O' O O O O O 
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RATING SCALE FOR TYPEWRITING . 
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IV. Learning Materials and Facilities 

a. The textbooks are in goocJ^'^onditiorTand are up to date. 

b^Supplementary reference bool 
style manuals, or reference m 
student use^ 



more than five years old. 

Several backup typev^riters an 
event of machine malfunction. 



be easily adjusted, 
f . A copy holder is located at each student v^ork station. 

g^^ teacher demonstration stand is located in each type- 
writing classroom. 



h. Related equipment such as stopv^atches, interval timers, 
staplers, etc., are located in the typev^ritinj^room. 

i. The typewriting classroom is attractivei'arK| creates a 
climate conducive to learning. - * 
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SCHOOL COMMENTS AND RECOMMENDATIONS: 



• MEETING STUDENT NEEDS THROUGH 
SHQRTHAMD- - 

Scope and Objectives ^ NA l 2 3 4 5 

a. An equivalent of tv^o years of shorthand mstruction is^Q Q O-^ □ □ □ 

^ O 0 .0 0 0 0,. 

b. A v\^ritten course outline is available specifying course □ □ □ □ □ * 
content and measurable objectives to be achieved. 0 0 0 0 0 0 

c. The North Dakota Curriculum Guide for Business and b □ □ □ □ □ 
Office Education has been consulted and use§l as a basis r) O O O O 
for the developrpent of the course outline. ^ - 

Instruction . NA 1 2 3 4 5 

a. Typewriter transcription is a major unit of instruction in □ □ Gl □ □ 
the program. 

^ ~ -~ 0 C-Q 

b. Word usage, punctuation, and spelling are, an integral □ □ Q 
part of the total shorthand program. 0 0 0 

c. The terminal dictation achievement of most shorthand □ □ □ 
students approximates high vocational standards. 0 0 0 

d. The teacher has completed a methods course^'related to □ □ □ 
shorthand and transcription. 0 0 0 

Guidance NA i • 2 

a. Students whose academic achievement and aptitbde □ □ □ _ _ 
indicate they may have difficulty in learning shorthand O 0 Q 0 0 0 
receive counseling and guidance prior to enrollment. 

b. At least fifty percent jof the first-year shorthan(J students □ □ □ □ qj □ 
elect to complete a second year of shorthand instruction. O P 0 0 0 0 

Learning Materials and Facilities NA i 2 3 ^<j4 5 

a. The textbooks are in good condition ,and up to date. 

'0 0 0 0 0 0 

b. Different textbpoks are available for each semester of □ □ El □ □ □ 

, , V - ■ o 0 bxo 9 0,, 

c. Tape recojders, record pVayers, or multichaQneflabora- '□ □ D □ □ '□ 
tories are available for dictation practice. 0 0 0 0 0 0 

d. A substantial library of prepared dictation tapes or □ □ □ □ Q □ 
records is available. . * ? O O 0 0 0" '0 




MEETIWtS STUDENT NEEDS THROUGH ^ ^ 
' SHORTHAND / 

I. Scope and Objectives na i ^ 3 V 5 

a. equivalent of two^ years of shorthand Instruction IS □□□□□□ 

^ , ^ o.;o o o a p 

'b. A written course outline is avatlable'^ specifying course □ □ p 

' content an^ measurable objectives to be achieved. 0 0 0 0 0 0 

c. The North Dakota Curriculum Guid^ for Suslness ^nd □□□□□□ 
• Office Education has be§n consufted and used as a basi? ^ q q^q ,q q 
for the development of the course outline. , / - 

II. In^ruction • ^ NA 1 2 ^ 3 4 ' 5 

a. Typewjrit:er transcription is a major unit of^nstructionin □□□□,[!]□ 
the program. ' • - / ' ^ ^ ^ ^ >^ 

b. Word "usage, punctuation, and spelling are an/ntegral □* □ P □ 
part of thejotal shorthand program- ' ^ / ' O O (3 O O O 

C. The terminal dictation achievement ofe^jj^ shorthancf □ □ • O □ □ □ 



students approximates high vocationai-stan(wds. ' 0 0 0 0 0 0 

, d. The teacher has completed a mejtj^^^uj^s© refated to'^ □ 1D □ □ □ □ 

shorjhfnd and transcription. ^^"^ / ^ ^ 0 0 0*0 0 0- 

m: Guidance ^ ' ^ ^ 1 'a'' 3 4 & 

a. Students whose academic achievement a^d aptitude □ □ □ CLXI. 
indicate th^y may have difficulty in learning shorthand Q O O !^0 0 O 
receive counseling and guidance prior to enrollment. * ^ 

b. At least fifty percent of the first-;year shorthand students 

elect to complete a second year of shofthand instruction. CU 0 O O O O 

IV. Learning Materials and Facilities \ 2345 
, . a. The textbooks are In good condition and up to date. 

./ ' ' ' O O O 0 ,0 o 

b. Different textbooks are available f6r each semestec of □ □ □ □ □ O 
N instruction. - , * O O O O O .0 

c. T«pe recorders, record players, of multichannel labora- □ □ □ [D" □ □ 
, . tories are ayailabje for^ictatiori practice, 0 0 O^O O O 

d. A -substantial library o^ prepared dictation tapes or □ d □ □ O □ ' 
records is available. 0 O 6 6\ O O 

— ^^__:^___.r 
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e. Supplementary reference, books such as , dictionaries, □ □ D □ □ Q 
style manuals, or reference manuals ^re available for Q O 0 0 0 

©student u$e> 

f. Supplementary dictaliOD-JJOOks are available for tether □□□□□□ 

' * 0 0 o o o o 

S. At least one stopwatch is provided for each shorthand 

teacher. . 0 0 0 0 0 0 

h. Student woj^s^tatfeTfTallpw amp^^ 

^^^7^0 0 0 0 0 0 

Tne shorthand classroom is attractive $nd.-;Create§ aDannDD* 
climate conducive fearning. ^..^ ./^ O O O Q O O * 
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SCHOOL COMMENTS AND RECOMMENDATIONS: 
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Supl^leme/tary^ reference /books ' such a;s 'dictionaries, □ □ 
sjtV'e mafnuais, or 'reference- ijia 
/stupient usg 




s^re available for q q 



n bo^s^e available for teacher □ □ 

0 0 

A^lea^^- e ne st^ewatph -t^ provided for eacf\ shorthand Q O 

4eacfier. , // / - 6 0 

Student workyltations ^llow ample space for comWrtable □ □ 
writing 

The shortharjd^lassroom is attract^ and creates a □. □ 
climate 
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/■ /' / '/lviEETIN(j STUDENT-NEEDS THROUGH 
J.^ ■ «' A . OFFICE PRACTICE ■ ' ^' • • 

./y/ ' l/ Scope and Objectives * - na< r 2 3 4 5/ 

a. A written course outline is available specifying course 
content and measurable objectives to be achieved. 0 0 0 0 d ' 

b. The NoUh Dakota Curriculum Guide for Business and □ □ □ □ □ 
Office Education has been consulted and used as a basis 0 0 0 0 0 0 

, for the cteveljopment of the course outline^ ' ^ * % 

, It Orgarfiization''; • ^ ^ ' NA 1 2 ' 3 4 5 

a. The course is designed as Ihe ^apstpne ^qfferjng for □/□ □ □ D.D 

^ vocational office education students. ^ q q q 0 0 -0 ' 

b. At least one yegr of^redit in typewriting is a prerequisite D 6 D □ □ □ 
for/ofji^ractice.^ ^ 0 0 0 0 jy^XS"^^^ 

-iDr^iT^ent jn op^£class_is limited to 16 - 20 students. Q D fl D. □ 

a. ^Jaife'^^rse coj^^ □□□□□□ 
^pils>clud^s: 0 0 0 0 (0 0 
1. Referenci books, directories^ secretary's handbooks, / 

dictionaries, and other sources of business 1 / 

^ ' . , information. ^ ' ^ ' / 

^ \ , 2. A^lication forms and letters, interviews, and rtiiscel- 

« laneous job infoftnation . . . . . . 

3'- Correct business conduct, dress and groomihg, and 
secretarial business traits , , . 

4. Telephonirig techniques and procedures 

5. Filing procedures * • • • ' 

6- Skill dfevelopment in dictation and transcription* : . ^ " 

7. Office machines, equipment^ and supplies 

8. Simjilation projects . . ^ 

, 9. Basic electronic data proqes^Sing 

10. Office recordkeeping • .*. . ^ 

IV. Facilities ' . ' NA i ' 2 ''3 4 ' 5". 

, ^a. .Teaching -suppli^ dnd facilities are adequate for meeting □□□□□□ 
course ojDjectives, course content, and enrollment ^ 0 0 0 0 0 0 

b. The classroom is soundproofed and Includes a wash basin, □□□□□□ 
phalkboard, b>j|letii>. board, filing ^cabinets, and built-in O 0* 6 0 0 0 

' . ~ - storage cabiVets. • . • , . 

- O ■'-^--^■--f ------ ^ 
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TVIEE/fNG STUDENT NE.EDSTfiFi6L>Gfr . J * 



OFFICE PRACTrCE-, ^ 1. ' ' 'f 

Scope and Objectives • \ - *nA n*- ^3 ■ 5* 

o / * ' .\ V' • *• - * • 

a. A wrKten course outline is avaijable specifying course* □ □ □ 

cor^tent and measurable objectives to be achieved*., * g\o '0 '.0 G 

b. /ihe North Dakota Curriculum Guide for Busin^es^^and □ □ D Q^CA 
Office Education has h^n^ consulted and used as a basfsy>(^. 0*^0^0 fe*Q 
for the development of the course outline: \ * , ■ * * 

Organizatibnc^. ■• / '^.^^ . • cNa\^?S. 4i 5* 

a. The Course js designed^ as the capstone offering fofO O^D^'D [D^ 
vocational office edj|cation students. / • • & *^0* 0- .0^0 

b. At l^ast one year oS^f^dit in typewriting is a pre!:ec[Misite' □ □ □ . (3* □ 
for off ice practice. * / 0^0 *6 6 G*" 0 

_c,^Jnroilmentjn pnejcjas§i5!^^ 20.students, .q,..n...n -Q.4D'*Q 

o 0 0.6 0 

Content 



1? ' \ \'^^^ ' 2 3 4 5 

^. The course content based uroq enroHmentand needs of 0 □ □ □ ' □ □ 
pupils, includes: g» n:^^ ^ O 0 '0 0 0 0* 

1. Reference books, directories, se^cretary's handbooks, • ^ 
I , dictionaries, and other s ^sources of ^ business 

\ information. . \ \ . ' ^ * * 

2. ^ Application forms and lVtt^rs,Tnterviews, and miscel- , 

laneous job information"^:' , . . . .t . . «## 

3. Correct business donduct, dress/and grooming, and 
secretarial business traits 

4. /Telephoning techniques and procedures^. 

* 5//Filing procedures ^. ^ . . 

6. Skill development in dictation and transcription ... 

7. Office machines, equipment, and supplies 

8^ Simulation projects '. . . . * . /' 

9. Basic electronic data processing - ^ 

10. Office recordkeeping • ^ . . . / 



Facilities ^ ^ ^ ' ' na ^ ^yf j ^ ^ 

a. Tfeaching supplies and facil^4lfi|^e adequate -for m0ey^^^ □ □ □ O 

course objectives, cours% c^^nt) and enrollment. ' 6 O 0 0^ 0 0 

^"bT^he^classroom is soun^prc^ d 

chalkboard, bulletin boaW, filing cabinets, and built-in 0 O 0 Q 0 0 
storage cabinets. ^ // 

< . J- . ™ f^:^ 



c. A master-control switch fqr all electrical outlets is con- 

* veniently located in the room. 

d. Electrical outleu are convenieniry loca^d and are not 
a safety hazard. 

e. Clasmpom furniture is arranged to create an office-like 
situatQpn and to facilitate individual help, an adequa 
number of s^et^ial desks and posture chairs, as related 
to teaching rrllthods and ehrolln^ent, are*provided. ^ 

f. The following machia^s are available for student instruc- 
tion in the office practjce room: 

1. Electric typewrite^^ \ . . . 

♦ 2. Manual typewriters f . . . 

3. Executive typewriters . . ^ 

4. ^ Liquid and stericH duplicators ^ 

5. Transcribiffg m^fchines 

:6rTen~Kfey 'addrng^fstrnglfna^nes 77J 

7. Electronic Calculators' 

8. Photocopy ing m^bhin'es . 

- 9. Printing Calculators , 

10. Offset-duijiicators r. 

Standards 

a. Methods of performing}^ tasks are comparable to those 
used in actual working conditions. * 

■ ^ . N . 

b. The standards fbr the evaluation of classwork are Similar 

to on-the-job 'work performed by beginninig. office 
employees. • • ^ 
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SCHOOL COMMENTS AND RECOMMENDATIONS: 



la 



V. 



(X A master-control switch for all electrical outleu is con- 
veniently located in the room. 

;d. Electrical outlets are conveniently located and are not 
a safety hazard. 

€. Classroom furniture is arranged to ci^e an office-like 
situation and to facilitate individual hel^an adequate 
number of secretarial desks and posture chau;s, as related 
to teaching methods and enrollment, are provided. 

f. The following machines are- available for student instruc« 
tionj'n the office practice room: 

1. Electric typewriters 

2. Manual typewriters 

3. Executive*typewrit€rs 

4. Liquid and stencil duplicators . 

5. Transcribing machines . 

6/Teh1cev^addingnistm"g ma^j^ ... . .i^. 

7. Electronic Calculators 

8. Photocopying maphmes 

9. Printing cafculators 
10.- Off^t duplicators .-^^i \, 

Standards- . \^ ' 

a. Methods of performing job^l^^^i^W^ to those 
used fn actual working cor^ditiqns^ 

b. The standards for the evaluation of classwork are similar 
to on-the-job work performed by beginning office 
employees. y 
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